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Internship & Work Experience Ed 
FACULTY MENTOR CHECKLIST 

 
Faculty are enco uraged to ident ify and refe r com pe tent stude nt s to apply fo r inte rns hips  & WEE. 

 

SURF Roster & Census Roster Management 
 
 
 
 
 

• Check yo ur SURF class roste r to co nfirm the census d ate  and s ubmit  the  Census Roster on 
d ue d ate  establishe d by A&R in accordance with their email.   

• Drop  stude nt before census , if stude nt is no t respo nding to yo ur emails/texts/calls.  
• Submit final grades on SURF Roster; due 3 busine ss days after finals  at the latest . 

 
Required Meetings 
  
BEFORE 
the  
1st 
Site Visit 

Review the Canvas class stude nt orie ntatio n and syllabus; meet with Donna Davis .  
 Grade the stude nt ’s orientatio n quiz; note areas of co nce rn . 
 Grade the stude nt ’s Intro duc t io n & Goal Statement ; note ideas for indiv idual  pro je ct . 
 Review the SLOs and  com pe te nc ie s; be prepared to discuss their im po rtance .  
 Determ ine the due date for the I ndiv idual Project ; usually mid - to late sem est er . 

  
At the 
1st  
Site Visit 

Meet wit h stude nt and supe rv iso r during the stude nt ’s 2nd  or 3 rd  week of wo rk/inte rning , after 
yo u have rev ie we d and graded the Orientatio n Quiz and Intro duc t io n & Goal Statement . 
With the supe rv is o r and the stude nt:  

 Provide an overv ie w of the supe rv iso r’s obligatio ns: pro v ide gene ral supe rv is ion, 
participate in 2 site visit s, com ple t e 2 form s; verify their unde rs tanding.  
 Discuss and f inalize SMART goal(s)  on  the Learning Agreement. 
 Obtain s upe rv iso r and stude nt s ignatures  on Learning Agreement. 
 Review  the  Supervisor Evaluation of Intern/Employee; leave a copy with supe rv is o r.   
 Establish the date  and tim e of the final site visit.  

With only the stude nt:  
 Review orie ntatio n info rmatio n and quiz; discuss course requirem e nts; rev ie w mo de l 
syllabus and docume nt any changes  yo u make to the mo de l syllabus . 
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Each mont h stude nt s po st the ho urs they wo rke d during the  prece ding mo nt h and the ir  cum ulative 
ho urs  on Canvas . Student s must meet their 54 hours per unit obligatio n 
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